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Detailed Instructions for Report Filing 
 
Preparation for Filing Annual Reports 
You will find it helpful to have a list of your pooled (IOLTA) Trust Accounts, with bank names and account 
numbers, before you begin the process of submitting your annual reports. If you have not maintained your CLE 
transcript during the year, you will find it helpful to have a list of the CLE events you attended during the year, 
with activity numbers if possible.    
  

Payment of Fees 
Fees associated with your reports are payable at the time a report is submitted.  The Professional Regulation 
Online Access site uses the US Bank payment engine, which will accept payment by Mastercard, Visa, Discover 
card, or e*Check.  You will need to have your credit card information available if you want to pay by credit card.  
You will need to have your bank routing number and bank account number available if you want to pay by 
e*Check.  Your email address will be collected as part of the payment process, and a confirmation of payment 
will be emailed to the address you provide. 
  

If You Need Help… 
Assistance is available during normal business hours (Monday - Friday, 8:00 a.m. - 4:30 p.m.) at the Office of 
Professional Regulation, 515-725-8029.  

 
 
Logging In  
 
 
Near the top left corner of the front page,  

you will see two windows  
labeled “Username/Account ID” and 
“Password.”    Type your user name and 
password in the appropriate windows, and 
then click the [Login] logo directly under the 
Password window.    
 
The very first time you log in, you will be 
shown the Enterprise Authentication and 
Authorization (A&A) page described below.    
 
*Tip: These entries are extremely case-
sensitive.     
 

 Enterprise Authentication and 
Authorization (A&A)   
  
The first time you access the Professional 
Regulation Online Site, you will be directed to 
the Enterprise Authentication & Authorization 
system to set up your Identity Baseline.   
 
Setting up your Identity Baseline provides you 
the ability to reset your password if you should 
forget it in the future.    
  
*Tip: When done setting up your Identity 
Baseline, you must log completely out of 
this A&A utility and perform a fresh login to 
the CLE and Client Security reporting site: 
http://www.iacourtcommissions.org . 
 

 
 

    A complete tutorial on use of the professional regulation web site is available at the web page: 
   http://www.iowacourts.gov/Professional_Regulation/Forms_and_Tutorials/ 
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Filing Reports and Paying Fees 
 
After setting up your Identity Baseline, you will be able to access your personal menu page entitled 
“My Account Page for Lawyer” by logging in (see above) at http://www.iacourtcommissions.org with 
your user name and password. 
 
From your My Account Page, you will be 
able to: 
 

 Update your personal information 
 

 Maintain your CLE transcript 
 

 Submit CLE events for accreditation 
 

 Request an extension of time to 
complete your CLE requirement 
 

 Apply for a Certificate of Exemption   
 

 File your CLE report and pay your 
annual fee 

 

 File your Client Security report and 
pay your annual fee  

 
Your Annual CLE Report 
  
Before you begin the process of filing your 
annual CLE report, you should: 
 
1) add all of your CLE attendance information 

for the year to the transcript utility and 
save the information there; 

2) review your personal information for 
accuracy; and 

3) have your Visa, Mastercard, Discover 
card, or e*Check information available to 
pay the filing fees.  

  
To start the process of filing your annual CLE 
report, click on the menu item [Submit Annual 
CLE Report] under the CLE Functions heading.    

  
You will be shown a screen similar to the one 
on the right. You can update the personal 
information, or update the transcript of CLE 
events, by clicking the appropriate button at the 
bottom of the page.   

 

 
 
 
 
 
 
 

http://www.iacourtcommissions.org/
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After you have performed any necessary updates, 
begin the Submit Annual CLE Report process again 
and click the [Submit] button to submit the report to 
the Commission on CLE.   You will see the reminder 
screen shown at the right. If you are satisfied that your 
transcript is complete, click on [OK] to continue. 
 
 
 
 
 
 
Once you have submitted the report, you will see the 
payment screen, which you will use to pay your fees 
for the year.  Those fees will include the annual fee, 
plus a late fee if you are filing the report after the due 
date.   You have the option of paying your fees by 
credit card or by e*Check.  Select the method you 
want to use by selecting the appropriate button, and 
then clicking on the “Continue” button. 
 
You then will be guided through the payment screens 
for the method you selected.   The Professional 
Regulation Online Access site uses the US Bank 
payment engine, which will accept payment by 
Mastercard, Visa, Discover card, or E*check.  You will 
need to have your credit card information available if 
you want to pay by credit card.  You will need to have 
your bank routing number and bank account number 
available if you want to pay by e*Check.  Your email 
address will be collected as part of the payment 
process, and a confirmation of payment will be emailed 
to the  address you provide. 
 
 
At the conclusion of the payment process, you will be 
shown a payment confirmation screen, which you 
may print to preserve a paper confirmation of your 
payment. 
 
*Tip: Click the underlined text print this page to print 
a version formatted for printing.  
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Your Annual Client Security Report  
  
Before you begin the process of filing your annual 
Client Security report, you should: 
 
1) review your personal information for 

accuracy; 
2) have your Visa, Mastercard, Discover card, 

or e*Check information available to pay the 
filing fees; and  

3) Have available a list of your pooled (IOLTA) 
trust accounts, with bank names and account 
numbers. 

 
To start this process, click on the menu item 
[Submit Annual Client Security Report] under the 
Client Security Functions heading.    
  
You will see an explanation page similar to the 
one shown to the right.  After you have read and 
understood this explanation, click [Continue] to 
proceed to Step 1 of the report submission 
process.  

 
You will be shown a screen similar to the one on 
the right, which displays your current personal 
information and your fees payable for the reporting 
year based on your current status. You will want to 
review your Client Security status in addition to the 
other personal information.  
 
After you have performed any necessary updates, 
you may need to begin the Submit Annual Client 
Security Report process again, review this page 
again, and then click the [Continue] button to 
proceed to the next step of the submission process.  
 
Note: The annual disciplinary fee is payable every 
year by any active lawyer except judges and 
persons serving on full-time military duty.    

  
The fee and assessment block also shows the total 
assessments you have paid into the Client Security 
Trust Fund during your career as an Iowa lawyer.  If 
an assessment for the Client Security Trust Fund is 
payable, it will be listed and included in the total 
amount due.  In most filing years, lawyers who have 
paid in a lifetime total of $200 or more will not have 
an assessment to pay for the Client Security Trust 
Fund.  Lawyers who have not yet paid in a lifetime total of $200 generally will have an assessment payable to 
the Client Security Trust Fund, in addition to the annual disciplinary fee.  If the Client Security Trust Fund 
balance declines to the point that it warrants a special assessment, all lawyers except full-time military 
personnel will have a special assessment to pay, in addition to the annual disciplinary fee.     
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Clicking [Continue] at Step 1 will bring up 
the screens entitled Step 2, which 
consist of questions regarding trust 
accounts, fiduciary bonds, and pro bono 
activities.  You must answer each 
question in some form.  In most cases an 
answer of no, and in one case an answer 
of yes, will require an explanation in the 
explanation window.  
 
The questions regarding pro bono 
activities are optional, and may be 
answered with the response “Decline to 
Answer.” 
 
 When you are done answering the 
questions posed during Step 2 of the 
process, click the [Continue] button at 
the bottom of the page to proceed to 
Step 3.  If there is an omission in your 
answers, the site will prompt you to 
resolve the omission before allowing you 
to continue to Step 3.   

  
   
 A sample of the page associated with 
Step 3 of the process is shown at the 
right.   
 
In this step, you verify and amend your 
lawyer trust account information.  
Under Active Accounts, this page will 
list your current active pooled (IOLTA)  
trust accounts, based on your last 
report to the Commission.   
 
You should review this list for 
accuracy, and remove any account 
that no longer exists.  You may add a 
new or existing trust account not 
already listed under Active Accounts 
by clicking the [Add Account] button.  
  
Once you are satisfied with the 
accuracy of the information shown on 
this page, click on [Continue] to 
proceed to Step 4.   

 
 
Note: Include only your pooled (IOLTA) Trust Account(s) on this page.  Trust accounts 
established for a single client should not be listed, nor should business or operating accounts 
be listed. 
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During Step 4 of the process, you will 
review your submission for accuracy, 
and then certify the report.    
 
Review the information shown on the 
page, which will be similar to the one 
shown to the right.   
 
 
 
 
 
 
 
 
 
 
 
 
 
If some of the data is incorrect, you 
may click on the [Back] button to go to 
the previous page and correct the 
data.  
 
If all of the following information is 
correct, review the certification at the 
bottom of page, mark the “I Agree” 
block and then click the [Continue] 
button.  

  
After you click the “Continue” button 
you will be shown the fee payment 
page as shown at page 3 of this 
handout. Select the payment method 
you desire by checking the block to 
the left of your desired method and 
then clicking on [Continue].  You will 
then be guided through the payment 
screens for the payment method you 
chose. 

 
 At the conclusion of the payment 
process, you will be shown a payment 
confirmation screen, which you may 
print to preserve a paper confirmation 
of your payment. 
 
*Tip: Click the underlined text print 
this page to print a version formatted 
for printing.  
 

_______________________________________________________________________________________ 
 

 A complete tutorial on use of the professional regulation web site is available at the web page: 
http://www.iowacourts.gov/Professional_Regulation/Forms_and_Tutorials/ 


